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PROJECT DOCUMENT GUIDELINES

CSO-Implemented Projects
These guidelines have been developed to assist CSO applicants whose proposals have been selected by the United Nations Democracy Fund (UNDEF) in preparing a detailed project document for final approval by the UNDEF office.  Only upon the successful negotiation of a project document will a grant be awarded to an applicant.
These guidelines provide a suggested format for the project document and outline the information required by UNDEF to grant final approval to the project.  The project document should not exceed nine pages in length, excluding the results framework, and may be submitted in either English or French.
For the purposes of this document, the following terms will apply:

Implementing Agency – typically civil society organizations (CSOs) that have applied for UNDEF funds. They are responsible for the overall management of the project and bear all substantive, financial, monitoring, evaluation and reporting responsibilities to UNDEF. 

Monitoring – the action of ensuring that project activities are taking place in accordance with project document, and in particular to ensure that designated milestones are passed.
Evaluation – in-depth analysis of how the project was carried out, whether outputs/inputs resulted in objectives sought.  To be carried out by external and independent entities/experts.
1.
Cover Page
Please use the cover page format provided in Annex 1. Complete all sections. When the draft Project Document is approved by UNDEF, the cover page should be signed by a senior person in the Implementing Agency with the authority to do so, before sending the final document to UNDEF for signature. 

2.
Executive Summary (max length: one-half page)

Please provide a clear and concise Executive Summary of the project which may be used in UNDEF publications and presentations. The Executive Summary should explain the project objective(s): what problem(s) the project is trying to resolve and how it plans to do so. It should describe the project’s proposed key outcomes, outputs and major activities.
3.
Situation Analysis, Project Strategy and Sustainability (maximum length: two pages)

a.  Situation Analysis

Please describe the overall democratic context in which the project is being proposed and the specific problem(s) it is intended to address. Also describe the institutional and legal framework, if applicable, and the intended project beneficiaries. The analysis should also explain why this problem is particularly important and worthy of UNDEF support.

b.  Project Strategy

This section should describe in detail the proposed project strategy designed to achieve the project objective(s). It must be clear how your proposed activities will directly tackle the problem(s) and what the underlying assumptions necessary for the project outcomes to be reached are.. In the description of key activities it is critical that the document explicitly identify key milestones which when each is reached will trigger the release of the next tranche of the grant (please see section 6 for additional information on the milestones). This section should also identify risk factors that may cause the project to fail or fall short of its objectives as well as measures to address or mitigate these factors.

c.  Sustainability 

Please describe how the achievements of the project will be sustained beyond the UNDEF funding period. 

4.
Gender and Marginalized or Vulnerable Groups (maximum length: one-half page)

Several international agreements and commitments obligate the United Nations to mainstream a gender perspective into its work and address the needs and rights of marginalized or vulnerable groups. Please explain how the project will address the concerns of women and/or other marginalized/vulnerable groups and how it will directly or indirectly benefit them. Be as concrete as possible in this explanation. 

5.
Results Framework: Outcomes, Outputs and Activities

Using the following glossary of terms:

Inputs: Resources used in your project 

Activity: A specific action or process undertaken by an organization to convert resources (inputs) to products or services (outputs).

Output: Tangible products and services that emerge from processing inputs through project activities.  Outputs relate to the completion of activities. A measure of the quantity of a service or product provided (may include a quality component).

Outcome: Actual or intended changes in conditions that the project is seeking to support.  The basic unit of measurement of progress toward achieving an objective. An outcome may be initial, intermediate, or long-term. 

Example: Following are examples of some of these concepts. (Please do not feel that you need to stick to these examples as they are simply indicative of the terminology we are employing.)
	Inputs
	Activity
	Outputs
	Outcomes
	Impact/Result

	Experts
	manual drafted
	People trained
	Elections monitored
	Representation improved

	Equipment
	training completed
	Skills attained
	Public policy debated
	People focused policies

	Funds
	Video shot
	Network built
	Consciousness raised
	Public satisfaction increase


Please complete a Results Framework that outlines the intended outcomes, outputs, activities, and budgetary inputs of the project as well as the project partner responsible for carrying out this project activity. The required results framework format is attached as Annex II to assist in the preparation of this document.

6.
Management Arrangements, Milestones and Partnership Information (maximum length: one page)

Explain the management arrangements for the project in this section. Please also provide contact information for all project partners as outlined in Annex III.

The Implementing Agency will be responsible for contracts with all implementing partner(s) or individuals involved in the project.  In some cases, the Implementing Agency will receive the grant in full and will manage any financial disbursements to the implementing partner(s) or actor(s) as per implementation arrangements or payment schedules concluded between them. In most cases, however, payments will be made on a staggered schedule based on project milestones (see below). 
The Implementing Agency is allowed to charge the project budget directly with reasonable and modest Programme Support and Overhead Costs, as per local conditions.

Milestones
Disbursement schedule

The project will be entitled to receive a reasonable amount of its project budget at inception in order to cover start-up costs.  Further funding will be contingent upon the successful completion of milestones. A milestone is a significant and observable activity such as the holding of a training course, the completion of a publication or manual, or the launching of a specific process or product. These milestones will be confirmed/verified by an independent entity appointed by UNDEF. Each project should have 4 milestones.  Milestone 1 will always be the project’s signature and milestone 4 will always be the final narrative and financial report. Please identify 2 additional milestones that relate to actual activities taking place during the project’s implementation.  
For example:
	Milestone
	Amount
	Date

	1) Project signature
	30%
	1 July 2008

	2) Completion of workshops 2 & 3
	30%
	15 November 2008

	3) Finalization of “How to” booklet/DVD
	30%
	1 April 2009

	4) Final Report (including certified financial statements)
	10% (retained by UNDEF for evaluation
	30 January 2010


7.
Other Donors or Sponsors (maximum length: one-half page)
Please provide details of other funding sponsors, indicating the sponsor’s name and amount contributed, either as parallel, matching, or follow-on funds. In-kind contributions to the project by the Implementing Agency or Implementing Partners should also be indicated in this section.

8.
Monitoring, Evaluation, Substantive/Narrative and Financial Reporting (maximum length:          one page)

Implementing Agencies will be responsible for the submission of all project reporting to UNDEF and for providing baseline data for monitoring impact.  Please indicate who will be responsible for the preparation of the Mid-Term Progress Report, Final Narrative Report and certified financial reports.
 All reports must be in either English or French, the two official working languages of the United Nations Secretariat. Financial audits must be conducted by an external and independent entity, such as a chartered accountant or a financial consultancy firm.

Implementing Agencies must provide: 
· their annual reports, including their operating budgets and audited financial statements for the last two (2) years;  
· a letter from their current auditor regarding their financial systems and internal controls and capability in managing the funds of such a project.  A sample of the required “Comfort letter” is attached as Annex V. 

10% of the project budget (up to a maximum of $25,000) will be kept aside for monitoring and evaluation purposes.  UNDEF reserves the right to appoint monitors and evaluators and will pay for those services out of the 10% that has been retained from each project.  UNDEF has the discretion to use this 10% for related or similar purposes as well.

UNDEF will appoint a monitor to undertake milestone observation missions.  This person or entity will bear no responsibility for any aspect of the project. Once the milestone has been verified/observed, the next tranche of funding can be released as per the disbursement schedule in Section 6.  

9.
Legal Commitments (maximum length: one page)

All project documents must contain the following text:

“Signature of this project document commits all parties to abide by the following:

a. The Implementing Agency agrees to be responsible for the overall management of the project and will bear all financial and reporting responsibilities to UNDEF as per the UNDEF Monitoring, Evaluation and Reporting Guidelines. The Implementing Agency also agrees to be responsible for contracts with all implementing partners or individuals involved in the project.
b. The Implementing Agency agrees to undertake best efforts to ensure that none of the funds received from UNDEF are used to provide support to individuals or entities associated with terrorism and that the recipient of any amounts provided by UNDEF do not appear on the list maintained by the UN Security Council Committee established pursuant to Security Council Resolution 1267 (1999) and that this undertaking form part of any and all sub-contracts entered into by the grantee.
c. As per ECOSOC Resolution 1996/31on consultative relationship, as well as the UNDPI criteria for associated NGOs, the aims and purposes of all Implementing Agencies are in conformity with the spirit, purposes and principles of the Charter of the UN.

d. All CSO partners to this project have been recognized nationally or internationally and where applicable, comply with existing national legislation regarding formal registration and public accountability.

e. All CSO partners to this project have statutes or by-laws providing for a transparent process of decision-making, election of officers and members of the Board, and the CSO has authority to speak for its members through its authorized representatives.

f. All funds will be transferred from UNDEF to the designated Implementing Agency in US Dollars. Any onward payments made in currencies other than US Dollars will be determined by applying the rate of exchange in effect on the date of payment.  Should there be a change in the rate of exchange prior to the full realization of the project, which may affect the ability to carry out project activities; the Implementing Agency will be expected to adjust project design so as to stay within available resources.
g. All financial accounts and statements shall be expressed in US Dollars.

h. Any interest income attributable to the utilized portion of the grant will be credited to the project account and can be re-invested in the project.

i. All parties agree to take all necessary measures to facilitate evaluations as and when required by UNDEF or a third party on its behalf.

j. All parties agree to provide financial expenditure reports and certified financial statements as per the UNDEF Monitoring, Evaluation and Reporting Guidelines available on the UNDEF website.

k. Receipts and justification documents for project expenditures must be kept and made readily available in case of any audits.

l. All parties agree that UNDEF will appoint an agent of their choosing who amongst other things will observe and report back on the passing of milestones and who will not be held responsible for any aspect of project.
m. UNDEF reserves the right to terminate this project should in UNDEF’s view, circumstances so require.  Upon termination, no further funds will be disbursed.
n. Assets approved and purchased under this project do not fall under the financial or managerial control of UNDEF at any stage of the project. UNDEF is not involved in their acquisition, in decisions concerning access, or in the assumption of risks associated with these assets. Consequently, the implementing agency is responsible for all financial and managerial control and accountability of these assets throughout the life cycle of the project and beyond, in accordance with its own rules.”
10.
Budget (required length: one page)
Please prepare a project budget using the UNDEF budget template available on the UNDEF website (a sample format is also available as Annex IV of this document).  The budget should be in US Dollars and should not exceed the amount awarded.  All budgets must be prepared in Excel format and sent electronically to UNDEF with the project document.  Budgets that are incomplete, inconsistent or in word or PDF format will not be accepted and will delay final approval of the project document.

Please ensure that your total budget matches the revised grant amount and the total budget as allocated in the Results Framework. 
As far as budget allocations are concerned, we anticipate that salaries would be a modest component in relation to the other items and that budget items are clearly broken down and detailed i.e. 
· amounts for international consultants should detail how many consultants and how many days for each; 
· travel would detail the estimated amount per ticket and DSA, if applicable
· budgets for Meetings and Training would detail how many meetings/trainings and the amount of people expected to attend; 
· equipment costs would show what type of equipment and how many is to be bought;
· miscellaneous expenses should also be a small percentage of project costs and need to be itemized.
As indicated in section 6, Implementing Agencies can charge the project budget directly with reasonable Programme Support and Overhead Costs, as per local conditions and best international practice.

10% of the project budget (capped at $25,000 for projects over $250,000) will be kept aside for monitoring and evaluation purposes.  UNDEF reserves the right to appoint a person or entity to perform monitoring and evaluation and will pay for those services out of the 10% that has been taken from each project.  UNDEF has the discretion to use this 10% for related or similar purposes as well.
In addition to the Excel budget, the above detailed information should be provided in the following table format integrated into paragraph 10 of the project document: e.g.

	Budget Line Description
	US$

	x International experts for xx days at $xx/day
	10 000

	x National consultants for xx days at $xx/day
	20 000

	Local travel within country
	5 000

	Contract with implementing partner X
	20 000

	National Workshop in XX city  for 100 participants
	50 000

	International Seminar in XX city, XX country for 10 participants
	30 000

	One computer and one fax machine
	5 000

	100 posters, 50 banners, 1000 brochures for information dissemination 
	20 000

	Rent 
	10 000

	Sundry
	10 000

	Total Project Cost
	180 000

	Monitoring & Evaluation (10%)
	20 000

	Total UNDEF Grant Award
	200 000


ANNEX I

PROJECT DOCUMENT COVER PAGE

UNDEF Project Number:  


(to be inserted by UNDEF)____________________
Project Title: 




__________________________________________
Country/Region:  



__________________________________________ 

Implementing Agency:



__________________________________________

Implementing Partner(s):  


1. ________________________________________




















2. ________________________________________

Duration: 




24 months

Project Start Date:



(to be inserted by UNDEF)____________________
Project End Date:



(to be inserted by UNDEF)____________________
Funding Round and Year of Grant:

Second Funding Round, 2008____________________
Amount of UNDEF Grant in USD:

__________________________________________
Project is Co-financed: 


No □  
Yes □   Co-financing Amount
:   









Total Project Budget
:
Project Summary:

	


(Implementing Agency, if applicable: Authorized Representative’s Name, Title & Organization)
date

Roland Rich
(Executive Head of UNDEF)








date
ANNEX II

RESULTS FRAMEWORK - SAMPLE
UNDEF Project Title: ______________________________________________________________________________________________
	Intended Outcome(s)
: 
Please number each outcome.

Outcome Indicators:

	Baseline Data
	Intended Outputs


	Key Activities
	Tick if activity is a Milestone?
	Timeframe
	Responsible Party(ies)
	Budgetary Inputs (US$)

	
	
	
	
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Q7
	Q8
	
	

	Indicate for each intended output the baseline data available. If not available indicate a short description of the situation.
	Specify each output that is planned to help achieve the outcome;

Please number each output.


	State the main activities needed to produce each output.

Please number each key activity.
	
	Indicate when the activity is planned to take place
	Specify who will carry out the activity
	Specify the cost of the inputs needed to produce each activity
.

	FOR EXAMPLE:

Study Z shows that 1 CSO out of 10 has the capacity to implement civic education programs

Study Z shows that 1 CSO out of 10 has the capacity to implement civic education programs


	FOR EXAMPLE:

1/ 1 Training curriculum for CSOs developed
	FOR EXAMPLE:

1.1/ Hire 4 experts (2 locals, 2 Internationals)

1.2/ Needs assessment and Curriculum Development
	
	X
X
	
	
	
	
	
	
	
	FOR EXAMPLE:

Organisation A
	FOR EXAMPLE

US$ 30,000 

	
	2/ 10 train the trainers workshops for 30 CSOs across country Y organized
	2.1/ Select participants (2 per CSOs)

2.2/ Conduct the training (4)in district a, b, c, d 

2.3/ Conduct the training (6) in district e, f, g, h

2.4/ Evaluation
	(
	
	X
	X

X
	X

X
	
	
	
	
	Organisation A with Organisation C
	US$ 50,000 

	
	3/ 30 civic education training projects developed and implemented
	3.1/ Development of training projects
3.2/ Implementation
3.3/ Evaluation
	(
	
	
	
	X
	X

X
	X
	X

	X
	Organisations B with Organisations A and C
	US$ 70,000 


ANNEX III

PARTNERSHIP INFORMATION

In this section, please provide the following contact details for all project partners:
	Implementing Agency


	

	Name of Organization:

Address:

Telephone/Fax:

Web Site:


	

	Name of Person Responsible for Implementation of the Project: 

Title:

Telephone/Fax:

E-mail:


	

	Implementing Partner(s)

	

	Name of Organization:

Address:

Telephone/Fax:

Web Site:

	

	Name of Person Responsible for Implementation of the Project: 

Title:

Telephone/Fax:

E-mail:

	


Please provide this information for every Implementing Partner in the project.
ANNEX IV - PROJECT BUDGET IN US DOLLARS


[image: image1.emf]Implementing Agency:

Enter Implementing Agency Name

Project Title:

Enter Project Title

Start Date: 

To Be Entered By UNDEF

End Date: 

To Be Entered By UNDEF

IMIS Project ID:

To Be Entered By UNDEF

UNDEF Project Number.:

To Be Entered By UNDEF

Project Budget 

Project

Budget

Object of Expenditure

Lines

US$ US$ US$

1

Salaries

a

International Professionals

0

b

National Professionals

0

c

Administrative Assistants

0

d

Consultants

0

Total 

0 0 0

2

Travel

a

Tickets

0

b

Per diems / meals and accomodation

0

Total

0 0 0

3

Contractual services

a

Implementing partner(s)

0

b

Service contracts

0

Total

0 0 0

4

Meetings and Training

a

Seminars & Meetings

0

b

Trainings & Workshops

0

c

Study Tours

0

Total

0 0 0

5

Project Equipment

a

IT Equipment

0

b

Other Equipment

0

Total

0 0 0

6

Advocacy

a

Publications, Pamphlets & Brochures

0

b

Other Media (including web sites)

0

Total

0 0 0

7

Miscellaneous

a

Rent

0

b

Sundry - Note 1

0

c

   Others - pls. specify

0

Total

0 0 0

8

Total Project Cost (TPC)

0 0 0

9

Monitoring and Evaluation - Note 2

0

Total

0 0 0

10

Total UNDEF Grant Award - Note 3

0 0 0

Notes:

1

2

3This line item must not exceed the total UNDEF grant award and must match amount in Results based framework, Annex II.

10% of the total project budget will be used to cover the cost of monitoring and evaluation activities, to be capped at US$25,000 for 

projects over US$250,000. This amount will be retained by UNDEF.

Sundry expenses include bank charges, expendable office supplies, telephone lines/fax charges, freight, postage, etc.

Budget lines may be added and all line items should be rounded off to the nearest dollar. Please note yellow cells are formulas and 

should not be altered. 

UNDEF PROJECT BUDGET

Total Year 1 Year 2

I II III

(in US dollars)


ANNEX V 
COMFORT LETTER – SAMPLE
Name AND LoGO of Accountant/ AUDITOR

Date
United Nations Democracy Fund

One UN Plaza, DC1-1300H

New York – 10017

USA

RE: NAME AND RECEIPT NUMBER 

This is to certify that UNDEF grant recipient, NAME, has internal controls and financial systems in place that are generally adequate to control the receipts and disbursement of project funds and to report on the use and status of these funds. The recipient also appears capable of satisfactorily implementing the project, monitoring the performance and reporting on project activities and results.

Yours Sincerely,

Signature and stamp

Name of Accountant/Auditor

Title

MACROBUTTON NoMacro [Street address] • MACROBUTTON NoMacro [City/State] • MACROBUTTON NoMacro [Zip/Postal Code]
Phone: MACROBUTTON NoMacro [Phone Number] • Fax: MACROBUTTON NoMacro [Fax Number]






� Please also read UNDEF’s substantive and financial reporting requirements for grantees in the Monitoring, Evaluation and Reporting Guidelines available on UNDEF’s website.


� Inputs: Resources used in your project 


Activity: A specific action or process undertaken by an organization to convert resources (inputs) to products or services (outputs).


Output: Tangible products and services that emerge from processing inputs through project activities.  Outputs relate to the completion of activities. A measure of the quantity of a service or product provided (may include a quality component).


Outcome: Actual or intended changes in conditions that the project is seeking to support. The basic unit of measurement of progress toward achieving an objective. An outcome may be initial, intermediate, or long-term.


Outcome Indicator: Indicator measuring the progress achieved against the specified outcomes





� Please ensure this amount matches budget (Annex IV) and approved grant amount
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_1272719481.xls
UNDEF Project Budget

				UNDEF PROJECT BUDGET

				(in US dollars)

				Implementing Agency:				Enter Implementing Agency Name

				Project Title:				Enter Project Title

				Start Date:				To Be Entered By UNDEF

				End Date:				To Be Entered By UNDEF

				IMIS Project ID:				To Be Entered By UNDEF

				UNDEF Project Number.:				To Be Entered By UNDEF

														Project Budget

		Project				I						II						III

		Budget		Object of Expenditure		Total						Year 1						Year 2

		Lines						US$						US$						US$

		1		Salaries

		a		International Professionals				0

		b		National Professionals				0

		c		Administrative Assistants				0

		d		Consultants				0

				Total				0						0						0

		2		Travel

		a		Tickets				0

		b		Per diems / meals and accomodation				0

				Total				0						0						0

		3		Contractual services

		a		Implementing partner(s)				0

		b		Service contracts				0

				Total				0						0						0

		4		Meetings and Training

		a		Seminars & Meetings				0

		b		Trainings & Workshops				0

		c		Study Tours				0

				Total				0						0						0

		5		Project Equipment

		a		IT Equipment				0

		b		Other Equipment				0

				Total				0						0						0

		6		Advocacy

		a		Publications, Pamphlets & Brochures				0

		b		Other Media (including web sites)				0

				Total				0						0						0

		7		Miscellaneous

		a		Rent				0

		b		Sundry - Note 1				0

		c		Others - pls. specify				0

				Total				0						0						0

		8		Total Project Cost (TPC)				0						0						0

		9		Monitoring and Evaluation - Note 2				0

				Total				0						0						0

		10		Total UNDEF Grant Award - Note 3				0						0						0

		Notes:		Budget lines may be added and all line items should be rounded off to the nearest dollar. Please note yellow cells are formulas and should not be altered.

		1		Sundry expenses include bank charges, expendable office supplies, telephone lines/fax charges, freight, postage, etc.

		2		10% of the total project budget will be used to cover the cost of monitoring and evaluation activities, to be capped at US$25,000 for projects over US$250,000. This amount will be retained by UNDEF.

		3		This line item must not exceed the total UNDEF grant award and must match amount in Results based framework, Annex II.






